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Quick ScienceWorks User Guide: 

How to Apply for Interview Opportunities 
How to Apply for a Job/Internship 
Change your Password 
Upload your Resume 

How to Apply for Interview Opportunities 

• Complete your on-line profile. 
• Upload your resume and other required documents when requested. 
• Click on ‘Interviews you qualify for’ to access those opportunities available to you. 

 
 

• Click on the Schedule ID of interest to you. 
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• Click 'Request Interview'. 

 
 

 
• Select the appropriate resume and other documents when appropriate (many 

employers request only a resume). Please remember - you must turn off your pop-up 
window blocker in order to select your resume for application. If the employer 
requires more than one document (ex: resume and cover letter), you must submit both 
at the same time. 
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• You can check that your application was made by reviewing your 'My Activity' section, 

under My Account > My Activity > Schedules > Preselection Activity 

 

How to Apply for a Job/Internship 

• Complete your on-line profile. 
• Upload your resume and other required documents when requested. 
• Click on ‘Job Search’. 

 
 

• Hit ‘Search’-For a full list of all postings, do not enter any data in the fields.  
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• Click on the 'Job ID' of interest to you, you will only have access to those for which you 
qualify. 

 
 

• Click 'Submit Resume'. 

 
 

  

A blue ‘!’ means it has 

an interview schedule 

attached. A yellow and 

blue “!” means it has 

an interview schedule 

an info session 

 



Page 5 of 6 

 

• Select the appropriate resume and other documents when appropriate (many employers 
request only a resume). Please remember - you must turn off your pop-up window 
blocker in order to select your resume for application. If the employer requires more 
than one document (ex: resume and cover letter), you must submit both at the same 
time. 

 
• You can check that your application was made by reviewing your account activity. My 

Account > My Activity > Schedules > Preselection Activity 
 

 

Change your Password: 

Please change your password upon logging in the first time. To change your password, please go 
to "My Account" at the top of the screen and then hit "My Profile". Then hit “edit” and type in 
your new password. 
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Upload your Resume: 

To upload your resume, go to the top of the screen under "My Account" and then on the drop 
down, select, "My documents". This will allow you to upload your resume and any other 
documents. 

 

 

 

 


